
Office Clerks, General (43-9061)

Occupation description:  Perform duties too varied and diverse to be classified in any specific office clerical occupation,
requiring knowledge of office systems and procedures. Clerical duties may be assigned in accordance with the office procedures of
individual establishments and may include a combination of answering telephones, bookkeeping, typing or word processing,
stenography, office machine operation, and filing.

Employment and Job Openings

 Average employment Average annual openings

 2010 estimate 2020 projection Percent change Growth Replacement Total
Alaska 6,635 7,318 10.3 68 163 231
United States 2,950,700 3,440,200 16.6 48,950 52,200 101,150

Job outlook 
Alaska: Alaska’s employment growth is moderate with very high employment opportunities. Read more. 

2013 Wages 

 Mean Wage and
95% Confidence Interval Wage by Percentile

 Low Mean High 10th Median 90th
United States n/a 14.42 n/a 8.67 13.49 21.80
Alaska 18.61 18.98 19.35 12.29 17.86 27.65
Anchorage/Mat-Su Area (MSA) 18.43 19.03 19.63 12.43 17.67 28.54
Fairbanks North Star Borough
(MSA) 18.75 19.52 20.29 13.28 18.64 27.23

Southeast Region 16.40 17.32 18.24 11.12 16.56 24.78
Balance of State 19.24 19.82 20.40 12.91 19.22 27.90

Labor Force Indicators

2012 Worker Characteristics
Total workers Nonresident workers Percent nonresident Percent age 45 plus Percent age 50 plus

7,062 915 13.0 36.5 27.0

2012 Potential Supply
Qualified but working in another occupation 2,341
Currently employed in a lower paid occupation 305
UI claimants previously working in occupation 849

2012 ALEXsys Employment Data
Number of registrants 7,969

http://live.laborstats.alaska.gov/occ/faqs.cfm#grop
http://live.laborstats.alaska.gov/occ/faqs.cfm#q05


Number of job position postings 561
Ratio of registrants to job position postings 14.2

Typical Entry-level Education, Experience, and/or On-the-job Training

Education: High school diploma or equivalent Work experience: None On-the-job training: Short-term on-the-job training

Training Resources

 Degree
Alaska Career College

Business Administration and Computer Technology AAS
Business Office Technology Specialist Certificate

 Degree
Alaska Computer Business Solutions LLC

Access 2007: Microsoft Certified Application Specialist
Access Boot Camp
Access Level 1
Access Level 2
Access Level 3
Access Level 4
Acrobat XI Level 1
Acrobat XI Level 2
Administrative Clerk
Excel 2007: Microsoft Certified Application Specialist
Excel Level 1
Excel Level 2
Excel Level 3
Outlook 2007: Microsoft Certified Application Specialist
Word 2007: Microsoft Certified Application Specialist
Word Level 1
Word Level 2
Word Level 3

 Degree
Alaska Job Corps

Office Administration

 Degree
Alaska Technical Center

http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000006
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02000263    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02000260    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000119
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003360    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003370    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003371    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003372    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003373    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003374    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02004039    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02004040    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003224    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003358    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003367    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003368    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003369    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003361    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003357    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003364    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003365    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02003366    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000145
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02002551    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000042


Clerk/Receptionist
Workplace Basics

 Degree
Alaska's Institute of Technology (AVTEC)

Business & Office Technology Certificate
Microsoft Office Specialist - Excel
Microsoft Office Specialist - Word

 Degree
Amundsen Education Center

Administrative Assistant
Computer and Information Processor
Computer Literacy
General Office Clerk
Microcomputer Workshops
Office Education Short Course

 Degree
Charter College, Anchorage

Computerized Office Specialist Certificate

 Degree
Charter College, Wasilla

Computerized Office Specialist Certificate

 Degree
Galena Interior Learning Academy

Computer Science

 Degree
Ilisagvik College

IC3 - Internet and Computing Core Certification Certificate

 Degree
Literacy Council of Alaska

Computer Literacy

 Degree
North Star Computing

Basic Computer & Office Skills
Intermediate Computer & Office Skills
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 Degree
University of Alaska Anchorage

Desktop Publ & Graph OEC
Office Foundations OEC
Office Technology OEC

 Degree
University of Alaska Anchorage, Kenai

Admin Office Supp OEC
Desktop Publ & Graph OEC
Office Foundations OEC
Office Technology OEC

 Degree
University of Alaska Anchorage, Kodiak

Admin Office Supp OEC
Desktop Publ & Graph OEC
Office Foundations OEC
Office Technology OEC

 Degree
University of Alaska Anchorage, Mat-Su

Admin Office Supp OEC
Desktop Publ & Graph OEC
Office Foundations OEC
Office Technology OEC

 Degree
University of Alaska Southeast, Juneau

Admin Office Supp OEC

 Degree
University of Alaska Southeast, Ketchikan

Admin Office Supp OEC

 Degree
Vocational Training and Resource Center

Advanced Microsoft Access
Advanced Microsoft Excel
Advanced Microsoft Outlook
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Advanced Microsoft Word
Excel 2013 VBA
Internet Search Techniques
Introduction to Adobe Acrobat 9.0 Pro
Introduction to Computers & Windows
Introduction to Microsoft Access
Introduction to Microsoft Excel
Introduction to Microsoft Outlook 2010
Introduction to Microsoft Word
Introduction to OneNote 2013

 Degree
WinCertification

IC3 Computer Fundamentals Certification (IC3)
Introduction to MS Access - Quick look
Introduction to MS Excel
Introduction to MS Windows
Introduction to MS Word
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